CHAPTER 26

PERSONNEL ADM NI STRATI ON

STANDARD OPERATI NG PROCEDURE

500 BED FLEET HOSPI TAL
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500 BED COVBAT ZONE HOSPI TAL
STANDARD OPERATI NG PROCEDURES

PERSONNEL ADM NI STRATI ON

A. MSSION: To promul gate standard operating procedures,
duties, responsibility, and authority for personnel assigned
to the Personnel Adm nistration Departnment.

B. FUNCTI ONS:

1. Ensure Conmmanding Officer is advised on all matters
pertaining to Personnel Adm nistrative Departnent.

2. Responsible for all facets of personnel adm nistration
for custoner commands in accordance with references |isted
herein this SOP Manual .

3. Provide guidance/ assi stance as necessary to
custoner s/ customer commands i n accordance with OPNAVI NST
1000. 23 Pay/ Personnel Adm nistrative Support System Managenent
Manual ( PASSMANUAL) .

4. Ensure effective comrunication/liaison is acconplished
and mai ntai ned between customer comands/support offices and
Personnel Adm nistration Department.

5. Maintain tickler files/logs as necessary to ensure
timely acconplishnment of transfer order prerequisites such as,
but not limted to overseas, screenings, obligated service
stipulation as entry approval requests/approvals.

C. PHYSI CAL DESCRI PTI ON:

1. Location wthin conplex:

2. Sheltering.
Type: Tenper Tent, shared.
Quantity: One half section.

3. Mat eri al .



| OL:

D. SPECI AL CONSI DERATI ONS:

1. Duty Yeoman/ Personnel man watchbill should be initiated
for Adm nistrative Personnel when |liberty comences. One
Yeoman/ Per sonnel man should be available at all times if so
needed by CO XO or any other adm nistrative services need be
gi ven, checkin/checkout, travel, meal card, etc.

E. WORKLOAD: N A

F.  ORGANI ZATI ON:

1. Responsibility. The MIlitary Personnel Oficer
reports to the Executive O ficer on all matters pertaining to
mlitary personnel adm nistration.

(a) Custoner Service Section.
(b) Transfer/Recei pts Secti on.
(c) Reenlistnents/ Separations Section.
(d) Personnel Accounting Section.
2. Organi zational chart.
C. O
X. O.

M LI TARY PERSONNEL
OFFI CER (DIR. ADM N

SERVI CES)
ASST. M LI TARY PERSONNEL
OFFI CER
CUSTOMER RECEI PTS REENLI STMENTS/ PERS ACCTd
SERVI CES TRANSFERS SEPARATI ONS DI ARI ES

3. Staffing.
AM Ni ght Tot al



Assi gned

Mlitary Personnel Officer (0-4) 1 -
i\drri nistrative Assistant (E-6) 1 -
Per;onnel Chief (E-7) 1 -
éersonnel Clerk (E-6) 1 1
éisbursing Clerk (E-6) 1 -
éisbursing Clerk (E-5) 1 1

4. Assignnment by billet sequence code:

Billet Title Nec Desi gnat or/
No. No. Rank
04029 Director of Adm n 2300/ O 4
1
04019 Adm n. Asst. E-6
08019 Personnel Chi ef E-7
1
08030 Personnel Clrk E-6
2
08050 Di sbursing Crk E-6
1
08070 Di sbursing Clrk E-5
2
5. Watch bill: See TAB A, page 6.

6. Special watches: N A.

G TASKS:

1. Observe and report to the Executive Oficer on the
effectiveness of adm nistrative policies, procedures, and
regul ati ons of the command.



2. Review all correspondence prepared for the signature
or review of the Excutive O ficer, ensuring that it conforns
with the Navy Correspondence Manual, SECNAVI NST 5216.5C and
ot her pertinent conmmand directives.

3. Screen all correspondence and directives routed to the
Executive O ficer, and initiate adm nistrative action where as
appropriate, as in the case of other adm nistrative
directi ves.

4. Manage the operation of the departnment adm nistrative
personnel, ensuring the maintenance of assigned office spaces
and the care and upkeep of office equi pnment.

5. Ensure and direct assignnment and training of the
departnment yeoman.

6. Monitor/screen incom ng correspondence routed to the
department head, and initiate required action when
appropriate; screen all outgoing correspondence.

7. lnmplenment directives from higher authority as they
pertain to the admnistration of the departnent.

8. Prepare all of departnent directives; and follow ng
rel ease by the departnent head, exercise control over their
i ssuance, ensuring effective dissen nation.

9. Ensure mmi ntenance of departnment of records, and
maintain a tickler file on all required reports.

10. Coordi nate preparation of the department in-port daily
wat ch bill.

11. Assign tasks to and eval uate the performance of
departnment yeonen and ot her enlisted personnel assigned to the
departnment office.

H.  STANDARD OPERATI NG PROCEDURES: See TAB B, page 7.

. CLINI CAL POLICIES/ GUI DELI NES: N A

J.  STANDARDS AND JOB DESCRI PTI ONS: See TAB C, page 19.

K. DOCUMENTATI ON:




1. References: See TAB D, page 28.

2. Forms: See TAB E, page 29.



TAB A
WATCHBI LL FOR PERSONNEL ADM NI STRATI ON

Section MTWTFSS MTWTFSS MTWTFSS MTWT
FSS MT

1 AAAAAAE PPPPPPE AAAAAAE PPPP
PP*E A*A

2 EPPPPPP AAAAAAAA PPPPPPP EAAA
A A A E P

* = Dog watch.



TAB B

STANDARD OPERATI NG PROCEDURES

| NDEX
NUMBER TI TLE
PAGE
B-1 Saf eguardi ng of Classified
° Mat eri al
B-2 Personnel Security Program
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TAB B-1

SAFEGUARDI NG OF CLASSI FI ED
MATERI AL

A. PURPOSE: To detail procedures for safeguardi ng of
classified material.

B. DEFIN TION: Safeguarding - protection for classified
information to ensure that unauthorized persons do not gain
access to classified informati on by sight, sound or other
means.

C. REFERENCE:

| nformati on and Personnel Security Program Regul ati on,
OPNAVI NST 5510. 1H

D. EQUI PMENT, SUPPLIES, AND FORMS REQUI RED

1. Safe-type steel filing container with built-in three-
position, dial-type conbination |ock approved by General
Servi ces Adm ni stration.

2. Standard Form 703, 704, 705, for respectively, Top
Secret, Secret, and Confidential docunents.

E. STEPS:

1. Care of Wbrking Spaces.

(a) Buildings and spaces containing classified
information will be afforded the security neasures necessary
to prevent unauthorized persons from gaining access to
classified information, specifically including security
measures to prevent outside the building or spaces from
viewi ng or hearing classified information.

(1) Shrubbery outside ground floor offices
should be trinmmed to prevent it's use as a protective cover
for intruders.

(2) Heavy grills, screens or bars should be
installed on ground floor wi ndows and ot her accessible



openings if access into the area constitutes access to
classified information. Care nust be taken to install these
barriers by nmethods which will best serve to defeat access
fromthe outside.

(3) Wndows should be opaque or have curtains or
blinds to prevent visual access.

(b) Extraordinary precautions should be taken for
conference roons and areas specifically designated for
classified discussions:

(1) Technical surveillance counter-nmeasures
support will be requested for conferences involving Top Secret
information, and for other designated classified discussion
areas in accordance with SECNAVI NST 5500. 31A, Technica
Surveill ance Counter-nmeasures (TSCM Program (NOTAL) reference

(.

(2) Escorts will be provided for uncleared
personnel requiring access to the area to performrepairs,
routi ne mai nt enance and cl eani ng.

(3) Wthin the capability of the command,
frequent and thorough inspections of the spaces should be
conducted for unauthorized wiring and possi bl e conceal nent of
i stening devices. Personal radios, TV's, or recording devices
will not be allowed in classified discussion areas. Al
equi prent in the area should be dedicated to the facility and
not introduced from outside for specific classified
present ations.

(c) Extraneous material (such as unclassified papers,
ADP printouts, publications) should be kept off the tops of
security containers to prevent inadvertent interm ngling of
classified with unclassified material.

2. Care During Working Hours
(a) During working hours, take the foll ow ng
precautions to prevent access to classified information by

unaut hori zed persons:

(1) When classified docunents are renoved from
storage for working purposes, keep them under constant



surveillance and face down or covered when in use. Cover
sheets shall be Standard Form 703, 704, 705, for respectively,
Top Secret, Secret, and Confidential docunents.

(2) Discuss classified information only when
unaut hori zed persons cannot overhear the discussion.
Particul ar care should be taken when there are visitors or
wor knmen present. Escorts should alert fell ow workers when
visitors or worknmen are in the area.

(3) Protect prelimnary drafts, carbon sheets,
pl ates, stencils, stenographic notes, worksheets, and al
simlar itenms containing classified information either by
destroying them by a nmet hod approved for destroying classified
material inmmediately after they have served their purposes, or
by giving themthe same classification and saf eguardi ng them
in the same manner as the classified material they provided.

(b) Protect typewiter ribbons used in typing
classified material the sanme as the highest |evel of
classification for which they have been used. Also, destroy
them as classified waste. Exceptions are:

(1) After the upper and | ower sections have been
cycled through the machine five tines in the course of
regular typing, all fabric ribbons my be treated as
uncl assified even if they are used subsequently for
classified.

(2) Any typewriter ribbon which remins
substantially stationary in the typewiter until it has
received at | east five consecutive inpressions my be treated
as uncl assi fi ed.

3. Safeguarding Classified Information in Aircraft

(a) Keep aircraft with Top Secret equi pnent installed
under continuous surveillance by U. S. personnel or an
i ntrusi on detection system

(b) During normal operating hours, keep aircraft with
Secret and Confidential equipnment installed, and the
surroundi ng area, under observation by U S. personnel.
Arrange work schedul es so aircraft have conti nuous security
coverage during the workday. At other tines, |ock the

10



aircraft and nake periodic checks of the aircraft parking
ar ea.

(c) To the extent practicable, protect classified
information on aircraft at non-U. S. bases outside the United
States with follow ng security neasures.

(1) A lighted ranp space which provides a clear
controll ed zone extending at |east 20 feet from al
extremties of the aircraft.

(2) A sufficient guard force to ensure that only
U.S. personnel are permtted unescorted access to the
controlled zone. |If the guard force is provided by
hostcountry as part of ground support services, it nust be
nmonitored by U.S. personnel.

(3) Use only onboard power sources for
el ectrical processing of classified information. During
periods of electrical processing, remove fromthe controll ed
zone all extraneous equi pnent such as baggage or food carts,
mai | bags, tool boxes and, to the extent possible, ground
support equi pnent such as portable generators.

4. Security Checks.

(a) Commanding Oficers will require a security check
at the end of each working day to nmake sure all classified
material is properly secured. Standard Form 701, Activity
Security Checklist, Exhibit 13E, |ocated in the OPNAVI NST
5510. 1H, shall be used to record such checks. An integra
part of the security check system shall be the securing of al
vaul ts, strongrooms and security containers used for the

storage of classified material. Standard Form 702, Security
Cont ai ner Check Sheet, Exhibit 13C, shall be used to record
such acti ons. In addition, Standard Forns 701 and 702 shall

be annotated to reflect after hours, weekend and hol i day
activity.

(b) Sanple procedures for security checks are in
exhibit 13B, |ocated in the OPNAVI NST 5510.1H. Those
conducting security checks will make sure that:

(1) Al classified material is stored in the
manner prescri bed.
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(2) Burn bags are properly stored or destroyed.

(3) Classified shorthand notes, carbon paper,
carbon and plastic typewiter ribbons, rough drafts, and
sim |l ar papers have been properly stored or destroyed.

(4) Security containers have been | ocked by the
responsi bl e custodi ans. (The dial of conbination | ocks wll
be rotated at | east four conplete tinmes in the sane direction
when securing safes, files or cabinets.)

(c) Because commands are often concerned about the
authority to conduct checks of personal articles to ensure
conpliance with security regul ations, exhibit 13D |located in
OPNAVI NST 5510. 1H provi des a Search, Seizure and |Inspection
Gui de.

E. RESPONSIBI LITY:

Al |l hands.
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TAB B-2
PERSONNEL SECURI TY PROGRAM
STORAGE

A. PURPOSE: Commanding Officers are responsible for

saf equarding all classified information within their commands.
They must ensure that classified informati on which is neither
bei ng used nor under the personal observation of cleared
persons who are authorized access, is stored as prescribed in
this chapter. To extent possible, the areas in which
classified information is stored will be |imted.

B. DEFINITION: To safeguard all classified material wthin
conmand by using standards provided in Information and
Personnel Security Program Regul ati on.

C. REFERENCE:

| nformati on and Personnel Security Program Regul ati on,
OPNAVI NST 5510. 1G

D. EQUI PMENT, SUPPLIES, AND FORMS REQUI RED

Class A or B Vault

Strongroom (Vaul t - Type Room)

CGeneral Services Adm nistration approved security
cont ai ner

E. STORAGE REQUI REMENTS:

1. Top Secret material will be stored in:

(a) A Class A or B Vault, a strongroomthat neets the
standards prescribed in Exhibit 14B, or a General Services
Adm ni stration approved security container. \Wen |located in a
bui | di ng, structural enclosure or other area not be protected
by an al arm system or be guarded by U S. citizens during
nonoperating hours; or

(b) An alarned area, that affords protection equal to
or better than that prescribed above. When an alarmed area is
used, the physical barrier nust be adequate to prevent: (1)
surreptitious renoval of the material; and (2) observation
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that would result in the conmprom se of the material. The
physi cal barrier nmust be such that forcible attack will result
in evidence of attenpted entry into the roomor area. The

al arm system nust, at a m ninmum provide i mediate notice to a
U.S. security force of attenpted entry. Under field
conditions, field commanders will prescribe the nmeasures
deenmed adequate to neet the storage standards above.

2. Secret and Confidential material will be stored in:
(a) The manner prescribed for Top Secret; or

(b) Until phased out, in a steel filing cabinet
having a built-in GSA approved conbi nati on padl ock. \When a
| ockbar container is used, the foll owi ng suppl emental security
procedures apply:

(1) The keepers and staples of the steel | ockbar
nmust be secured to the filing cabinet by welding, rivets or
penned bolts.

(2) The drawers of the container nust be held
securely closed when the | ockbar is in place so their contents
cannot be renoved by forcing open a drawer.

(3) During working hours, padlocks nust be
pl aced in the cabinet or |ocked through the staple until the
cabinet is secured at the end of the day. This practice
prevents tanpering with padl ocks or exchangi ng them
surreptitiously.

(4) Precautionary neasures nust be taken so
papers stored in the container will not protrude fromthe
drawers when they are closed, or cannot be fished out through
the cleft surrounding the drawers. One nmethod is the
insertion of stiff cardboard, such as a file folder, in a
hori zontal position above papers filed in the drawer.

3. Classified ordnance items too large for storing in
GSA- approved containers will be stored in magazi nes, arns
rooms and ot her storage structures constructed or hardened to
conply wi th OPNAVI NST 5530. 13.

4. Storage area for bul ky Secret and Confidenti al
mat eri al nmust have access openings secured by GSA approved
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conbi nati on padl ocks (Federal specification FF-P110 Series) or
key operated padl ocks with high security cylinders (exposed
shackle, MIlitary specification P-43951 series, or shrouded
shackle, MIlitary specification P-43607 series). |If these
storage requirenments cannot be net afloat or aboard aircraft,
Secret or Confidential material may be stored in a | ocked
contai ner of substantial netal or wooden construction (such as
a foot | ocker or cruise box) secured by a GSA approved

conbi nati on padlock. 1In that case, the area in which the
container is stored nust be | ocked when not nmanned by U. S.
personnel and the security of the | ocked area nmust be checked
at | east once every 24 hours.

SECURI TY CONTAI NERS

1. New security containers will not be procured until:

(a) A physical security survey of existing equipnment
and a review of classified records on hand has been nmde; and

(b) It has been deternined that it would not be
feasible to use avail abl e equi pnent or to retire, return,
decl assify or destroy a sufficient volume of records currently
on hand to make the needed security storage space avail abl e.

2. Only containers that have been approved by the Federal

Governnment as security filing equi pnent will be procured.
Equi prent will be selected fromthe National Supply Schedul e
(FSC Group 71, Part 111, Section E) of the General Services

Adm ni stration follow ng the procedures outlined in SECNAVI NST
10463. 1A, reference (nn). As a matter of policy, nodification
of any equipnment that is used to store classified material is
prohi bited. Exceptions to permt acquisition of special

pur pose equi pnent or to nodify filing cabinets to bar-padl ock
types suitable for storing classified material will be
requested from CNO ( OP- 09N).

3. A Security Container Records Form (OPNAV Form 5510/ 21)
Exhi bit 14C) will be maintained for each security contai ner
used for the storage of classified material and containers
will be inspected periodically.

4. The best containers in a command will be used to

protect the nost sensitive material. The OPNAV Form 5510/ 21
will provide information on which to nake this determ nation.
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5. Security containers confirmng to Federa
specifications bear a Test Certification Label on the | ocking
drawer, attesting to the security capabilities of the
container and | ock. (On some early cabinets, the | abel was
| ocated on the wall inside the |ocked drawer conpartnment.)
Cabi nets manufactured after February 1962 will also be marked
"General Services Adm nistration Approved Security Container"”
on the outside of the top drawer. Standards used by the
Governnent to gauge the protection afforded are in Exhibit
14D.

NONAPPROVED SECURI TY CONTAI NERS

1. Nonapproved security containers (those that are not
GSA- approved) are available in many shapes and si zes.
However, containers of this type nmay not be purchased to store
classified material even though they may be equi pped with
mani pul ati on- proof or mani pul ati on-resident | ocks and even
t hough they may have other security or fire protection
features.

2. Non approved containers which are nowin use to
saf equard classified informati on should be replaced by GSA-
approved security containers.

3. Filing cabinets will not be nodified to the | ockbar-
padl ock variety, to provide a neans to store classified
mat erial, wi thout CNO (OP-09N) approval. Any requests for
approval to nodify filing cabinets will include conplete
containers are procured or until other approved facilities
are constructed (such as a vault or strongroon.

VAULTS AND STRONGROOMS

1. Storage requirenments for |arge ambunts of classified
mat erial, or odd-shaped or bulky material, can be net in many
i nstances by vaults or strongrooms. Careful consideration
shoul d be given to the extended need for a vault or
strongroom however, as it is not constructed to be renovable.

Less expensive tenporary protective measures tenporary
protective nmeasures nmay be nore practical.

2. Vaults or strongroons nmust be build to the standards
specified in Exhibit 14B. Existing areas will be exam ned
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periodically and correctabl e defects repaired pronptly;
however, existing vaults and strongroons need not be nodified
to the standards in Exhibit 14B. Requests for exceptions to

vault and strongroomcriteria will be submtted to CNO ( OP-
09N), with supporting details, including blueprints and any
other information that will help in evaluating the request.

3. Sonme nodul ar vaults, primarily designed for use in the
banki ng i ndustry, have been tested by Underwiters Laboratory
and provide forced entry protection equivalent to that
required by a Class A Vault, however, they have not been
tested or approved by GSA for the storage of classified
mat eri al. Requests to purchase and use nodul ar vault systens
to store classified material will be submtted to CNO (09N)
for approval.

SPECI ALI ZED SECURI TY CONTAI NERS

1. One-field safes and one-drawer GSA approved security
containers are used primarily for storage of classified
material in the field and in transportabl e assenbl ages. Such
cont ai ners nust be rendered nonportable, i.e., chained to a
permanent fixture, or guarded to prevent theft.

COMVBI NATI ON LOCKS, KEY OPERATED LOCKS AND KEYS

1. A security container, vault, or strongroom nust be
fitted with a | ock which resists opening by unauthorized
persons. Mani pul ation Resistive (MR) and Mani pul ati on Proof
(MP) locks are tested by the Underwriters' Laboratory (UL) and
nmust have the UL | abel for a group 1 lock or a group 1R | ock
attached to the back of the lock. (In nost instances the back
pl ate of the lock box will have to be renoved to see the UL
| abel .)

2. The nechani cal | ocking mechani sm of group 1 |ocks nust
resi st unaut hori zed openi ng by expert mani pulation for a
period of 20 manhours. The |ock nmust have at | east 100
graduations on the dial providing at least 1 mllion
conbi nati ons.

3. Group 1R certification indicates that the | ock has

passed group 1 tests and is resistant to radiol ogical attack.
Portabl e X-ray equi pment and radi oactive isotopes are

17



potential security threats when a | ock does not afford
resi stance to radiol ogical attack.

4. Federal specifications governing the manufacture of
security containers and security vault doors require that the
unit be equipped with a top-readi ng changeabl e conbi nati on
| ock which controls the |ocking of the container. The top-
readi ng design replaced the front-readi ng design to provide
i ncreased protection against the conbination being ascertained
by surreptitious view ng. Conbination |ocks are avail able
with two nmet hods of conbination change, hand-change or key-
change. Changi ng the conbination in a hand-change | ock
requi red conbi nati on. Changi ng the conbi nati on of a key-
change | ock requires using a change key that is inserted into
the | ock case, permtting a new conbination to be set. The
type of conbination | ock desired should be specified when
ordering the container.
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TAB C

STANDARDS AND JOB DESCRI PTI ONS

| NDEX

NUVBER TITLE
PAGE
C1 Mlitary Personnel Officer s
20

Job Description
C-2 Assistant Mlitary Personne
*2 O ficer's Job Description
C-3 Section Supervisors (General)
> Job Description
C- 4 Custoner Service Section
“ Supervi sor' s Job Description
C-5 Transfer/ Recei pts Section
* Supervisor's Job Description
C-6 Reenl i st ment s/ Separ ati ons Secti on
20 Supervi sor' s Job Description
3%7 Per sonnel Accounting Section

Supervisor's Job Description
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TAB C-1

M LI TARY PERSONNEL OFFI CER' S JOB DESCRI PTI ON

The Mlitary Personnel Officer is responsible for enlisted
personnel placenment in accordance with the personnel
assignnment bill and for the adm nistration and custody of
enlisted personnel records.

THE M LI TARY PERSONNEL OFFI CER W LL:

1. Supervise the adm nistration and operation of the
personnel office.

2. Prepare and maintain the service records of enlisted
per sonnel .

3. Ensures that all directives and comruni cations relating to
transfer, receipts, advancenent, reduction in rating,
reenlistments or any other changes in the status of enlisted
personnel are executed and recorded.

4. Supervise the processing of enlisted perfornmance
eval uati on sheets, |eave papers, identifications cards, and
orders.

5. Interpret and apply directives pertaining to
adm ni stration of enlisted personnel.

6. Supervise the conpilation and forwardi ng of informtion
fromservice records for the use of the conmandi ng officer at
commandi ng of ficer's nonjudicial punishment, and maintain the
mast record.

7. Reviewthe eligibility of personnel to attend service
school s.

8. Supervise the professional training and education of
enlisted personnel assigned to the adm nistrative office.

9. Initiate any correspondence needed to ensure that
pertinent information concerning the unit's allowance and use
of personnel is brought to the attention of the type commander
or the Chief of Naval Personnel, as appropriate.
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10. Perform such other duties as nmay be assigned.
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TAB C-2

ASSI STANT M LI TARY PERSONNEL OFFI CER' S JOB DESCRI PTI ON

THE ASSI STANT M LI TARY PERSONNEL OFFI CER W LL:

1. Assist the Mlitary Personnel Oficer in the performance
of his/her duties and responsibilities.

2. The Assistant MIlitary Personnel O ficer will act as
Mlitary Personnel O ficer in that persons absence.
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TAB C-3
SECTI ON SUPERVI SORS' ( GENERAL) JOB DESCRI PTI ON

The Section Supervisors Advises the Mlitary Personnel
O ficer and/or the Assistant in all matters pertaining to
their individual sections, i.e., transfers/receipts, custoner
service, reenlistnment/separations, personnel
accounting/diaries. Ensures thorough fanmliarization with
those portions of references listed herein this SOP and such
current instructions/regulations as my be germane to their
specific sections.
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TAB C-4

CUSTOMER SERVI CE SECTI ON SUPERVI SOR' S JOB DESCRI PTI ON

THE CUSTOVER SERVI CE SECTI ON SUPERVI SOR W LL:

1. Control and issue all identification cards, (i.e., active
dependent, retired and reserve.)

2. Mintains daily inventory to ensure adequate stocks on
hand and enabl e i nmedi ate accountability of all cards.

3. Verifies eligibility and enrolls, change or term nate
dependents as applicable in the Defense Enrollnent Eligibility
Reporting System ( DEERS) .

4. Ensures proper processing/reporting in accordance with
applicable instructions of all mlitary |eave with the
exception of | eave chargeable on PCS transfers/receipts.

5. Mintains all active duty services records as to ensure
conpl et eness and accurate accountability.
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TAB C-5
TRANSFER/ RECEI PTS SECTI ON SUPERVI SOR' S JOB DESCRI PTI ON

THE TRANSFER/ RECEI PTS SECTI ON SUPERVI SOR W LL:

1. Ensures pronpt notification via parent command of al
personnel in receipt of transfer orders.

2. Mintains tickler files/logs as necessary to ensure tinely
acconmpli shnment of transfer order prerequisites such as, but
not limted to overseas screenings, obligated service
stipulation as entry approval requests/approvals.

3. Mnitors and reports as necessary on those enlisted

menbers assigned in the Limted Duty (LIMDU) status in
accordance with the Enlisted Transfer Mnual .
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TAB C-6
REENLI STMENTS/ SEPARATI ONS SECTI ON SUPERVI SOR

THE REENLI STMENTS/ SEPARATI ONS SECTI ON SUPERVI SOR W LL

1. Ensures pronpt notifications, via parent command of al
personnel in receipt of retirement/separation orders.

2. Mintains tickler files/logs as necessary to ensure tinely
acconmplishnment of retirenment/separation order prerequisites
such as, but not limted to physicals, SBP elections, enlisted

eval uati ons, etc.
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TAB C-7
PERSONNEL ACCOUNTI NG SECTI ON SUPERVI SOR' S JOB DESCRI PTI ON

THE PERSONNEL ACCOUNTI NG SECTI ON SUPERVI SOR W LL:

1. Monitor Diary Message Reporting System (DVRS) subm ssions
to ensure daily accurate and pronpt reporting of DMRS events.

2. Ensure tinely and accurate verification of ODCR/ EDVRS,
including transmttal of ODCR/ EDVRs to customer conmands.

3. Mnitor ODCR/ EDVRS for expired data and initiates
appropriate corrective actions.

4. Ensure posting of DMRS data, OCR subm ssions, prospective
gai n/ prospective loss data to ODCR/ EDVRS.

5. Provides training to Personnel Accounting Personnel.
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TAB D

REFERENCES

PERSONNEL MATTERS

NUMBERS TITLE

D-1 PASSMAN, OPNAVI NST 1000. 23
D-2 M LPERSMAN, NAVPERS 15560
D-3 ENLTRANSMAN, NAVPERS 15909
D-4 OFFTRANSMAN, NAVPERS 15559

M LI TARY PAY

D-5 PAYPERSMAN, NAVSOP- 3050

TRAVEL
D-6 PTM NAVM LPERSCOM NST 4650. 2
D-7 JTR, VOL 1

D-8 U.S. NAVAL TRAVEL | NSTS, NAVSOP- 1459
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TAB E

FORMS
| NDEX
FORM

NO, NUMBER TI TLE

PAGE

E-1 379 THE BALANCE SHEET

E-2 546 ADVI CE OF ERROR

E-3 621 CORRECTI ON NOTI CE

E- 4 2035 SUMVARY OF ACCOUNTI NG DATA

E-5 2120 ACDUTRA PAY VOUCHER

E- 6 2235 (30 NAVAL RESERVE UNI FORM
MAI NTENANCE AL LOWANCE

E-7 2261 ACDUTRA MONEY LI ST

E-8 2268 JUMPS | NFORMATI ON REQUEST

E-9 2272 NAVY RETI RED/ RETAI NER PAY DATA
FORM

E-10 2273 ALLOTMENT ACTI ON REQUEST

E-11 2274 PRE- RETI REMENT PAY | NFORMATI ON
REQUEST

E-12 2277 (8PT) VOUCHER FOR DI SBURSI NG OR
COLLECTI ON

E-13 2285 LEAVE AND EARNI NGS STATEMENT ( LES)

FORM
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NO. NUMBER TI TLE

PAGE

E-14 3050 OCR MAI LI NG ENVELOPE, PREADDRESSED
TO NAVF| NCEN

E- 15 3051 (4PT) TRANSM TTAL LETTER

E- 16 3052 (2PT) EMPLOYEES W THHOLDI NG EXEMPTI ON
LI STI NG

E-17 3053 (3PT) ALLOTMENT AUTHORI ZATI ON

E- 18 3055 (4PT) M LI TARY PAY VOUCHER

E-19 3056 (4PT) M LI TARY PAYROLL MONEY LI ST

E-20 3057 (3PT) FAM LY SEPARATI ON ALLOWANCE

E-21 3058 (3PT) FAM LY SEPARATI ON ALLOWANCE
( MULTI PLE LI STI NG)

E-22 3060 (3PT) M LI TARY PAY ORDER (S| NGLE)

E-23 3061 (3PT) M LI TARY PAY ORDER ( MULTI PLE)

E-24 3062 (3PT) ORDERS FOR HAZARDOUS OR SPECI AL
DUTY

E-25 3063 (3PT) OVERSEAS STATI ON ALLOWANCE

E-26 3064 (3PT) BASI C ALLOWANCE FOR SUBSI STENCE

E-27 3065 (3PT) LEAVE REQUEST/ AUTHORI ZATI ON

E-28 3066 (3PT) UNI FORM ALLOWANCE CLAI M

E-29 3067 (3PT) DETACHI NG ( DEPARTI NG) ENDORSENMENT
TO ORDERS

E-30 3068 (3PT) REPORTI NG ( ARRI VAL) ENDORSEMENT
TO ORDERS

FORM
NO. NUMBER TI TLE

PAGE

30



E-31
E-32

E- 33
E- 34

E- 35

E- 36

E- 37
E- 38
E- 39

E- 40

E-41

E-42

E-43

E-44

E- 45
FORM
NO_

PAGE

E- 46

3069 (4PT)

3071

3071A
3071B
3072 (4PT)
NAVCRUI T

1000/ 20

NAVPERS
1070/ 26
1070/ 66
1070/ 75

1070/ 600

1070/ 601

1070/ 602

1070/ 604

1070/ 605

1070/ 606

NUMBER

1070/ 607

DETACHI NG REPORTI NG ENDORSEMENT
TO ORDERS GROUP TRAVEL LI STI NG

PERSONAL FI NANCI AL RECORD

M SCELLANEOUS MEMORANDA RECORD
TEMPORARY PAY ACCOUNT/ WORKSHEET
DEPENDENCY STATUS ACTI ON ( NFAA
USE ONLY)

OFFI CERS APPOI NTMENT, ACCEPTANCE
OATH OF OFFI CE

STATEMENT OF SERVI CE
OFFI CER SERVI CE RECORD
PERSONNEL DI ARY

US NAVY ENLI STED SERVI CE
RECORD

| MMEDI ATE REENLI STMENT CONTRACT

DEPENDENCY APPLI| CATI ON/ RECORD OF
EMERGENCY DATA

NAVY OCCUPATI ON/ TRAI NI NG AND
AVWARDS HI STORY

Hl STORY OF ASSI GNMENTS

RECORD OF UNAUTHORI ZED ABSENCE

TITLE

COURT MEMORANDUM

31



E- 47

E- 48

E- 49

E- 50

E-51

E-52

E- 53

E- 54

E- 55

E- 56

E- 57

E- 58

E- 59

E- 60

E-61

E-62

1070/ 609

1070/ 613

1070/ 621

1221/ 1

1301/ 5

1320/ 16

1421/ 7

1533/ 1

1533/ 7

1533/ 8

1533/ 12

1570/ 7

1830/ 2

5230/ 99

7041/ 1

NAVPERS/ NAVCOVPT

536

NAVMED/ NAVCOVPT

1321/ 11

ENLI STED PERFORMANCE RECORD
ADM NI STRATI VE REMARKS

ASSI GNMENT TO AND EXTENSI ON OF
ACTI VE DUTY

NAVY ENLI STED CLASSI FI CATI ON ( NEC)
RECOMMENDATI ON

OFFI CER DI STRI BUTI ON CONTROL REPORT
TAD TRAVEL ORDERS

OFFI CER' S TEMPORARY APPOI NTMENT
NROTC SUMMER TRAI NI NG ROSTER

NROTC DI SENROLLMENT AUTHORI ZATI ON

TERM NATI ON OF APPO NTMENT,
M DSHI PMEN, NAVAL RESERVE

NROTC STUDENT DI SENROLLMENT REPORT

RESERVE UNI T PERSONNEL AND
PERFORMANCE REPORT ( RUPPERT)

FLEET RESERVE TRANSFER
AUTHORI ZATI ON

OCR MAI LI NG ENVELORPE,
PREADDRESSED TO BUPERS

TRAVEL | NFORMATI ON CARD

STANDARD TRANSFER ORDER
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E- 63 7220/ 2 2184 CONTI NUATI ON PAY DESI GNATI ON AND

ACCEPTANCE

E- 64 7220/ 3 2259 VARI ABLE | NCENTI VE PAY CONTRACT

E- 65 7220/ 4 2260 VARI ABLE | NCENTI VE PAY CONTRACT
FOR MEDI CAL OFFI CERS W TH EXI STI NG
ACTI VE DUTY OBLI GATI ONS AS A RESULT

OF PARTI Cl PATI NG I N NAVY FUNDED
MEDI CAL TRAI NI NG

NAVEDTRACOM
E-66 1320/1 NROTC TRAI NI NG ORDER
CNAVRES
E-67 1571/5 ACDUTRA ORDERS
DOD
E-68 DD 2 ARMVED FORCES | DENTI FI CATI ON CARD
E-69 DD 4 ENLI STMENT CONTRACT- ARVED FORCES
OF THE U.S.
E-70 DD 53 NOTI FI CATI ON OF ENTRY | NTO ACTI VE
M LI TARY SERVI CE
E-71 DD 93 RECORD OF EMERGENCY DATA
E-72 DD 139 PAY ADJUSTMENT AUTHORI ZATI ON
E-73 DD 141 PAY RECORD | NDEX CARD
FORM
NO.  NUMBER TI TLE
PAGE
E-74 DD 214N REPORT OF SEPARATI ON FROM ACTI VE

DUTY
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E-75

E-76

E-77

E-78

E-79

E- 80

E- 81

E- 82

E- 83

E- 84

E- 85

E- 86

E- 87

E- 88

DD- 215N

DD- 397

DD- 504

DD- 553

DD- 616

DD- 827

DD- 1131

DD- 1172

DD- 1173

DD- 1337

DD- 1351

DD- 1351- 2

DD- 1560

DD- 1883

CORRECTI ON TO DD 214 REPORT OF
SEPARATI ON FROM ACTI VE DUTY

CLAI M CERTI FI CATI ON AND VOUCHER
FOR DEATH GRATUI TY PAYMENT

REQUEST AND RECEI PT FOR HEALTH
AND COMFORT SUPPLI ES

ABSENTEE WANTED BY THE ARMED
FORCES

REPORT OF RETURN OF ABSENTEE
WANTED BY THE ARMED FORCES

APPLI CATI ON FOR ARREARS | N PAY
CASH COLLECTI ON VOUCHER

APPLI CATI ON FOR UNI FORMED SERVI CES
| DENTI FI CATI ON AND PRI VI LEGE CARD

UNI FORVED SERVI CES
| DENTI FI CATI ON AND PRI VI LEGE CARD

AUTHORI ZATI ON/ DESI GNATI ON FOR
EMERGENCY PAY AND ALLOWANCES

TRAVEL VOUCHER

TRAVEL VOUCHER OR SUBVOUCHER

REQUEST BY SERVI CE MEMBER OR

Cl VI LI AN EMPLOYEE FOR PAYMENT OF PAY
AND ALLOMANCES OR SALARI ES OR WAGES

BY CREDI T TO ACCOUNT AT A FI NANCI AL

ORGANI ZATI ON

SURVI VOR BENEFI T ELECTI ON
CERTI FI CATE
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E- 89

E-90

E-91

E-92

E- 93

E- 94

E- 95

E- 96

E- 97

E- 98

E- 99

E- 100

DD- 2057

DD- 2058

DD- 2366

DD- 2367

DD- 2494

STANDARD FORM

SF-1034

SF-1098

SF-1164

SF-1184

SF-1189

SF-1199A

SF- 700

CONTRI BUTORY EDUCATI ON ASSI STANCE
PROGRAM STATEMENT OF UNDERSTANDI NG

STATE OF LEGAL RESI DENCE
CERTI FI CATE

VETERAN EDUCATI ON ASSI STANCE ACT
OF 1984 (G BILL)

| NDI VI DUAL OVERSEAS HOUSI NG
ALLOWANCE ( OHA) REPORT

UNI FORVED SERVI CES ACTI VE DUTY-

DEPENDENT DENTAL | NSURANCE PLAN
ENROLLMENT ELECTI ON

PUBLI C VOUCHER FOR PURCHASES AND
SERVI CES OTHER THAN PERSONAL
SCHEDULE OF CANCELED OR

UNDELI VERED CHECKS
CLAI M FOR REI MBURSEMENT FOR
EXPENDI TURES ON OFFI Cl AL BUSI NESS
UNAVAI LABLE CHECK CANCELLATI ON
REQUEST BY EMPLOYEE FOR PAYMENT
OF SALARIES OR WAGES BY CREDIT TO
ACCOUNT AT A FI NANCI AL | NSTI TUTI ON

AUTHORI ZATI ON FOR DEPOSI T OF
FEDERALRECURRI NG PAYMENTS

SECURI TY CONTAI NER | NFORMATI ON
| NSTRUCTI ONS
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